

































































D) Limitation of Payment or Accrual. An employee whose scheduled workday falls on an
observed holiday is limited to one payment or accrual for that observed holiday. (Added
6/1/10)

E) Employee's Birthday. [n case of emergency, when the employee's services are needed on
his birthday, the employee may be required by the department head to work on that day or
shift but shall be given equal time off on another day or shift. If the employee's birthday falls
on a day on which he would be entitled to be off for some other reason, the birthday holiday
may be taken on the next regular work day, provided, however, if work schedules cannot be
arranged or if emergencies exist, and only in these cases, the department head may schedule
the holiday time off on another day or another shift. (Amended 02/24/09)

Any birthday holiday not taken on the employee's birthday but rescheduled in accordance
with the above provisions must be scheduled and taken within fourteen calendar days before
or fourteen calendar days after the employee's birthday. (Amended 08/28/07, 02/24/09)

F) Hours of Holiday Pay. The amount of holiday pay for employees who work 40 hours per
week, 5 days per week, shall be 8 hours per holiday. The amount of holiday pay for
employees who work 40 hours per week, 4 days per week, shall be 10 hours per holiday.
Regular part-time employees who work an average of 20 or more hours per week shall be
paid holiday pay of a prorated amount of hours based on the average number of paid hours,
excluding overtime, in the two pay periods immediately preceding the holiday pay period.
The City Manager shall designate the appropriate work week for employees for purposes of
determining holiday pay. (Amended 05/08/90, 3/6/12)

4.6 CIVIL LEAVE

The head of any department shall grant an employee leave with full pay for any absence
necessary for serving on a jury, attending court as a witness when subpoenaed, or registering
for and taking tests of fitness for promotion in the City service. A department head may
grant leave with full pay to an employee for voting in an election.

Civil leave shall be only for the actual hours needed.

4.7 MILITARY LEAVE

Military leave for City employees is provided in accordance with V.T.C.A., Government
Code, Section 431.005 (a) and (b). {Amended 10/023/95 and 08/28/07)

4.8 LEAVE WITHOUT PAY

Leave without pay may be granted employees as provided in the rules of the Civil Service
Commission. Any leave without pay exceeding 30 calendar days or more will result in the
employee's anniversary date being changed by adding the exact number of days of leave to
the existing anniversary date. (Amended 07/09/85 and 02/01/94)

4.9 DISPOSITION OF LEAVE ALLOWANCE ON EMPLOYMENT CHANGE
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Any employee who leaves the City service by retirement, resignation, layoff or termination
shall be entitled to payment of the unused balance of annual vacation leave allowance. The
employee's retirement, resignation, layoff or termination notice shall list the actual date of
separation and shall note the adjustment to be made for unused vacation balances due and the
adjustment shall provide compensation for the number of days (hours) equivalent to the
number due. All other unused balances of leave allowances under this ordinance shall
terminate on the date of retirement or separation of any employee from City service. Any
employee transferred, demoted, or promoted shall retain all unused balances of vacation and
sick leave as though no change in position had been made. (Amended 07/09/85)

4.10 RECORDS ON GRANTS OF LEAVE OF ABSENCE

The department head shall keep a record of all leaves of absence accrued and granted for
each employee. (Amended 3/6/12)

All grants of leave with pay shall be designated on the payrolls in such manner as the Human
Resources Department shall prescribe. If leave time exceeds the amount an employee has
accrued, the unauthorized leave time will not be paid, or charged to other accrued leave
time.(Amended 01/30/09, 08/28/07, 3/6/12)
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Section 5. EMPLOYEE APPEAL OF JOB CLASSIFICATION DECISIONS

An employee shall, within thirty days of the date of a final classification decision, have the
right to secure consideration of any complaint with respect to the application of this
Classification and Compensation Plan to his job classification. The employee shall first
bring a complaint to his immediate supervisor or Department Head who shall promptly
seek to arrive at a solution which is consistent with the classification and compensation
plan and is acceptable to all parties. If the immediate supervisor or Department Head is
unable to resolve such a complaint in a manner acceptable to the employee, a written report
which includes the recommendations of the Department Head shall be submitted to the
Human Resources Director. The Human Resources Director shall analyze the basis of the
employee complaint. If the Human Resources Director sustains the complaint and
determines that action is necessary to rectify the situation, he shall be authorized to take
such action. If the Human Resources Director believes the complaint should not be
sustained, he must submit the complaint to a Deputy City Manager or the City Manager
and obtain his concurrence prior to determining that the complaint is not sustained.
(Amended 11/15/05 and 02/24/09, 9/17/13)
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Section 6. REPEAL OF CONFLICTING ORDINANCES

All ordinances or parts of ordinances pertaining to the Classification and Compensation
Plan, adopted as Ordinance No. 8064, eftective at midnight on May 20, 1984, heretofore
issued are hereby repealed. (Amended 08/28/07)
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Section 7. SEVERABILITY CLAUSE

If any part of this ordinance be held void, such part shall be deemed severable and the
invalidity thereof shall not affect the remaining parts of this ordinance.
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